
Staff Summary Report  
      
Council Meeting Date:   03-20-2008   Agenda Item Number: __________ 
 
 SUBJECT:  Request to award a one-year contract to HH Construction for rehabilitation work on the 

Petersen House Museum.  
 
 DOCUMENT NAME:  20080320fsta19 PURCHASES (1004-01) 
 
 SUPPORTING DOCS: Yes 
 
 COMMENTS: (IFB 08-122) Total cost for this contract shall not exceed $150,000. 
 
 PREPARED BY:  Tony Allen, Procurement Officer, 480-350-8548 
   
 REVIEWED BY:  Michael Greene, CPM, Central Services Administrator, 480-350-8516 
  Glenn Kephart, Public Works Manager, 480-350-8205 
  Tom Lopez, Facility Services Director, 480-350-8687 
 
 LEGAL REVIEW AS 
TO CONTRACT FORM 
 ONLY: N/A 
 
 FISCAL NOTE: Sufficient funds have been appropriated in CIP 6879. 
 
 RECOMMENDATION: Award the contract. 
 
 ADDITIONAL INFO: Invitation for Bid 08-122 was issued to establish a contract for rehabilitation/restoration 

work on the Petersen House Museum.  Five vendors responded to the Invitation for Bid.  
An evaluation committee comprised of Facility Maintenance, Historical Museum, 
Community Development and Procurement staff reviewed the responses.  Recon 
Restoration was declared non responsive for not providing a detailed work scope and 
project cost projection and was removed from award consideration.  The committee’s 
recommendation is to award the contract to HH Construction, the lowest responsive and 
responsible vendor meeting all requirements of the bid.  Peterson House restoration will 
address the need for restoring the patio, porches and balcony of this historical house. The 
scope of work for the restoration will consist of exterior paint removal, repair of damaged 
woodwork and a complete three color repaint of the house. 

 
 
 
 
 
 
 



 
 
 
 
 
 



 INVITATION FOR BID          CITY OF TEMPE 
INVITATION FOR BID:  08-122 BID ISSUE DATE: 01/22/2008 
  Commodity Code(s): 910-24; 910-65; 914-61 
  
PROCUREMENT DESCRIPTION: Rehabilitation of Petersen House Museum  
  
BID DUE DATE/TIME: Tuesday, February 19, 2008, 3:00 P.M. Local Time  
 Late bids will not be considered  

 
BID RESPONSE MUST BE DELIVERED TO CITY PROCUREMENT OFFICE 

 
Mailing Address: PO Box 5002, Tempe, AZ  85280 
Street Address: 20 E. Sixth Street (2nd Floor), Tempe, AZ  85281 
 
PRE-BID CONFERENCE:  N/A 
DEADLINE FOR INQUIRIES: Friday, February 8, 2008, 5:00 P.M., Local Time
 
Sealed bid must be received and in the actual possession of the City Procurement Office on or before the exact Bid Due 
Date/Time indicated above.  Bid responses will be opened and each bidder’s name and bid prices will be publicly read.  
Late bids will not be considered. 
 
Bids must be submitted by a sealed envelope/package with the Invitation For Bid number, bidder’s name and address 
clearly indicated on the envelope/package. 
 
Bids must be completed in ink or typewritten and a completed bid response returned to the City Procurement Office by 
the Bid Due Date/Time indicated above.  The “Vendor’s Bid Offer” (Form 201-B IFB) must be completed and signed in 
ink.  Bids by electronic transmission, telegraph, mailgram or facsimile will not be considered.   
 
Bidders are asked to immediately and carefully read the entire Invitation For Bid and not later than 10 days before the 
Bid Due Date/Time, address any questions or clarifications to the Procurement Officer identified below: 
 
Tony Allen  E-mail: anthony_allen@tempe.gov Phone No: 480-350-8548 
Procurement Officer  
 
Bid evaluation and award selection recommendations are publicly posted to the City Procurement Office web page 
(www.tempe.gov/purchasing) and at the Procurement Office reception counter. 
 
Submit one- (1) original signed and completed bid responses for evaluation purposes. For this specific IFB, _2_ 
additional bid response copies are also to be submitted for bid evaluation purposes. A late, unsigned and/or materially 
incomplete bid response will be considered non-responsive and rejected.  
 
 
__________MG_______________ 
Michael Greene, CPM 
Central Services Administrator 
 
 
Form 201-A (IFB) 
(H:/IFB 3-2002) 
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Vendor’s Bid Offer 
 

It is REQUIRED that Bidder COMPLETE, SIGN and SUBMIT the original of this form to the City Procurement Office with 
the bid response offer.  An unsigned “Vendor’s Bid Offer”, late bid response and/or a materially incomplete response will be 
considered non-responsive and rejected. 
 
Bidder is to type or legibly write in ink all information required below. 
 
 
Bidder’s Company Name __________________________________________________________________ 
 
Company Mailing Address _________________________________________________________________ 
 
Company Street Address __________________________________________________________________ 
 
Bid Offeror Contact ________________________________  Title _________________________________ 
 
Contact’s Phone No. _______________________  E-mail Address _________________________________ 
 
Bidder’s Company Tax Information: 
 
Arizona Transaction Privilege (Sales) Tax No. ________________________________ or 
 
Arizona Use Tax No. ______________________________________________________ 
 
Federal I.D. No. __________________________________________________________ 
 
City & State Where Sales Tax is Paid  ____________________________,  ___________ 
 

 
 

THIS BID IS OFFERED BY 
 
Authorized Bid Offeror (Type or Print in ink) __________________________________ 
 
Bid Offeror’s Title (Type of Print in ink)______________________________________ 
 
Date ____________ 
 
REQUIRED SIGNATURE OF AUTHORIZED BID OFFEROR (Must Sign in Ink) 
By signing this Bid Offer, Bidder acknowledges acceptance of all terms and conditions contained herein and that prices 
offered were independently developed without consultation with any other bidder or potential bidder. Failure to sign and 
return this form with bid response will result in a non-responsive bid response.  
 
_____________________________________  ______________ 
        Signature of Authorized Bid Offeror    Date 
 
 
Form 201-B (IFB) 
(H:/IFB 3-2002) 
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INSTRUCTIONS TO BIDDERS 
 

Please note that these Instructions are to be read and followed by any bidder and/or contracted vendor and that failure to 
follow these Instructions may result in rejection of a bid response for non-responsiveness or cancellation of contract if 
already awarded.  
 
1. Preparation of Bid Response: It is the bidder’s responsibility to examine this entire Invitation For Bid (IFB) 

document immediately upon its receipt and to seek clarification of any item or requirement that may not be clear and 
to check their bid response for completeness and accuracy before submitting a bid. Concerns about any obvious 
errors, points of confusion and/or possible improprieties in this IFB that are apparent before the bid opening date are 
to be filed with the City Procurement Office prior to the scheduled bid opening date. Negligence in preparing a bid 
response confers no right of withdrawal after bid due date and time.  The City will not reimburse the cost of 
developing, presenting or providing any bid response to this IFB.  

 
2. Late, Unsigned and/or Incomplete Bid Response: A late, unsigned and/or significantly incomplete bid response 

will be considered non-responsive and rejected.  The City will not accept a signed letter by bidder in lieu of a signed 
"Vendor's Bid Offer", Form 201-B (IFB) as provided in this IFB.  

 
3. Inquiries: Questions regarding this IFB are to be directed only to the City Procurement Officer identified on the 

cover page of this document, Form 201-A (IFB); unless another City contact is specifically named in this IFB. 
Questions should be submitted in writing, when time permits. When sending correspondence related to this IFB, 
identify within the letter, the appropriate IFB number, page and paragraph at issue. However, bidder must not place 
the IFB number on the outside of an envelope containing questions, since the envelope may be identified as a sealed 
bid response and not opened until the official bid opening date and time.  Inquiries and questions should be asked of 
the City Procurement Office not later than ten (10) days before bid opening and those received within ten (10) days of 
bid opening may not be answered. 

 
4. Pre-Bid Conference: If a Pre-Bid Conference is scheduled, it is the bidder’s responsibility to attend the conference, 

ask questions, seek clarifications and identify any points of confusion or requirements at issue. 
 
5. Withdrawal of Bid: At any time before the specified bid opening date and time, a bidder may withdraw their bid. 

Bidder must present identification and documentation to indicate their authority to withdraw a bid. 
 
6. Bid Addendum(s): Receipt and acceptance of a Bid Addendum is to be acknowledged by signing and returning the 

document either with the bid response or by separate envelope prior to bid opening date and time.  Failure to sign and 
return an addendum prior to proposal opening time and date may make the bid response non-responsive to that portion 
of the IFB as materially affected by the respective addendum. 

 
7. Payment: For a single requirement purchase, the City will make every effort to make payment within thirty (30) 

calendar days from receipt of acceptable products, materials and/or services and receipt of correct invoice. For 
ongoing term contract purchases, the City will make every effort to make payment within thirty (30) calendar days 
from receipt of monthly statement.  

 
8. Discounts: Payment discounts will be computed from the date of receiving acceptable products, materials and/or 

services or correct invoice, whichever is later to the date payment is mailed. 
 
9. Compliance with Bid Solicitation Requirements and Award of Contract: Unless the bidder states otherwise or 

unless it states otherwise in this IFB, the City reserves the right to award by individual line item, by group of items, or 
as a total, whichever is most advantageous to the City. The City expressly reserves the right to waive any immaterial 
defect or informality, or reject any or all bids, or portions thereof, or reissue this IFB. 
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A bid response is an offer to contract with the City based on the terms, conditions and specifications contained in this 
IFB. A bidder does not become a contractor unless they receive a formal contract award from the City Procurement 
Office. Unless this IFB includes a separate contract document or requires the bidder to submit a contract for review, a 
contract is formed when the City Procurement Office provides a written notice of award or a purchase order to the 
successful bidder.  Bid offers that take exception to the terms, conditions, specifications and/or other requirements 
stated within this IFB will cause the bid response to be considered as non-responsive.   

 
10. Taxes: Bid all materials (equipment/products) F.O.B. Tempe, prepaid. Unless specifically requested in this IFB, do 

not include any Sales, Use or Federal Excise Tax in your bid pricing. The City is exempt from payment of Federal 
Excise Tax. For bid evaluation, Transaction (Sales) Privilege Tax paid (returned) to the City is considered a pass-
through cost, calculated as zero (0) expense.  For information on City of Tempe Privilege (Sales) Tax, please contact 
the City's Tax and License Office at (480) 350-2955 or visit their web site at www.tempe.gov/salestax. 

 
11. Payment by City Procurement Card: The City Procurement Office (only) may wish to make payment through the 

use of a City Procurement Card. It is requested that each bidder indicate on the Price Sheet (pricing section) of this 
IFB, their willingness to accept City Procurement Card payments. The inability to accept payment by City 
Procurement Card will not disqualify a bid response. 

 
12. Bid Results: Bidders are invited to attend the scheduled bid opening at which the name, pertinent information and 

prices for each bid will be publicly read. After the public bid opening, bid tab results may be obtained in person or by 
sending the City Procurement Office a written request for the bid tab and including a self-address, pre-stamped 
envelope or viewed on the Procurement Office Web Page (www.tempe.gov/purchasing) within ten (10) days after bid 
opening. Bid tab results will not be given over the telephone. Bid tab figures only indicate pricing and do not indicate 
other evaluation factors such as responsiveness or responsibleness of bidders as will be determined during bid 
evaluation. Bid files will not be open for review until after a formal award has been made by the City. After award of 
bid, an appointment may be made with the City Procurement Officer (identified on the cover page of this IFB) and the 
bid documents may be reviewed with the Procurement Officer.  Formal award recommendations with an estimated 
contract value over $30,000 will be placed on the Procurement Office web page and posted at the front counter of the 
Procurement Office at the same time the award recommendation is forwarded for City Council review.  Parties 
interested in the outcome of a bid may check the City Procurement Office web page or check for posted awards at the 
Procurement Office front counter. 

 
13. Protests:  Any actual or prospective bidder who is aggrieved in conjunction with this IFB or award of a contract may 

protest to the City Procurement Office (City Procurement Officer contact). A protest based upon alleged improprieties 
in this IFB that are apparent before the bid opening shall be filed before bid opening. At least five (5) days before 
award of a contract, the City Procurement Office will post award recommendations on its web page 
(www.tempe.gov/purchasing) and at the Procurement Office front counter for public review.   It is the responsibility 
of bidders and interested parties to check the Procurement Office web page and posted award recommendations for 
the determination of a recommended contractor.  A protest concerning an award recommendation must be filed within 
ten (10) calendar days after the protester knows or should have known the facts and circumstances upon which the 
protest is based. A protest shall be in writing and include the protester’s name, address and phone number, 
identification of the solicitation or contract being protested, a detailed statement of the legal and factual grounds of the 
protest, including copies of relevant documents, and indication as to the form of relief requested. Protest is to be on 
the protester’s company letterhead and signed. 

 
14. Request for Taxpayer I.D. Number and Certification, IRS W-9 Form:  An attached IRS W-9 form serves as the 

last page of this IFB and is to be completed by bidder and submitted with the bid response.  Prior to any contract 
award, this IRS W-9 form must be completed and submitted to the City Procurement Office.   

 
15. 

http://www.tempe.gov/purchase
http://www.tempe.gov/purchase


 

IFB 08-122 7 

Compliance with City Solicitation & Forms: Any forms (for example, a separate contract, maintenance agreement, 
training agreement) intended by the bidder and/or contractor to be utilized in relationship to any resulting contract 
must be submitted with bid offer.  Bidder and/or contractor forms that take exception to any of the terms, conditions, 
specifications and/or other requirements stated within this IFB will cause the bid response to be considered as non-
responsive and rejected from consideration.  Absolutely no bidder/contractor form will be considered unless 
submitted with bid response for evaluation purposes and approved by the City Procurement Office.  No City 
department is authorized to sign any bidder and/or contractor form(s) in relationship to this IFB and/or subsequent 
contract without the City Procurement Office first reviewing the document for compliance with the City's solicitation 
and stamping/initially the document as being in compliance. 
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STANDARD TERMS & CONDITIONS 
 
Please note that these Standard Terms & Conditions are to be read and followed by any bidder and/or contracted vendor 
(contractor) and that failure to comply with these requirements may result in rejection of a bid response for non-
responsiveness or cancellation of any awarded contract.  
 
1. Certification: By signing the “Vendor’s Bid Offer”, Form 201-B (IFB), the bidder certifies: 

 
A. The submission of the bid response did not involve collusion or other anti-competitive practices. 
 
B. The vendor shall not discriminate against any employee or applicant for employment in violation of 

Federal and Arizona State law and the vendor shall comply with the Americans with Disabilities Act 
(ADA). Suppliers of products and services to the City shall operate as an equal opportunity employer and 
shall not discriminate against any employee or applicant for employment because of race, color, religion, 
age, sex, sexual orientation, national origin, or because he or she has a physical or mental disability or 
because he or she is a disabled veteran or a veteran of the Vietnam era, including, without limitation, with 
respect to employment, upgrading, demotion or transfer, recruitment or recruitment advertising, layoff or 
termination, rates of pay or other forms of compensation, and selection for training including 
apprenticeship.  

 
The City Procurement Office is committed to fair and equal procurement opportunities for all firms 
wishing to do business with the City and encourages the participation of small and disadvantaged 
businesses in all bidding and contracting activities conducted by the City. 
  

C. The vendor has not given, offered to give, nor intends to give at any time hereafter any economic 
opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public 
servant in connection with the submitted offer. Failure to sign the “Vendor’s Bid Offer” or signing it with 
a false statement shall void the submitted bid offer and/or any resulting contract. In addition, the vendor 
may be debarred from future bidding participation with the City and may be subject to such actions as 
permitted by law. 

 
D. The vendor agrees to promote and offer to the City only those materials and/or services as stated and 

allowed by this IFB and resultant contract award. Violation of this condition will be grounds for contract 
termination by the City. 

 
2. Gratuities: The City may, by written notice to the Contractor, cancel any resultant contract, if it is found that 

gratuities in any form were offered or given by the Contractor or agent or representative of the Contractor, to any 
employee of the City or member of a City evaluation committee with a view toward securing an order, securing 
favorable treatment with respect to awarding, amending or making of any determinations with respect to performing 
such order. In event the contract is canceled by the City pursuant to this provision, the City shall be entitled, in 
addition to any other rights and remedies, to recover or withhold from Contractor the amount of gratuity. 

 
3. Applicable Law: This contract shall be governed by, and the City and Contractor shall have all remedies afforded 

each by the Uniform Commercial Code, as adopted in the State of Arizona, except as otherwise provided in this IFB 
and resultant contract or in statutes or ordinances pertaining specifically to the City. This contract shall be governed 
by State of Arizona law and suits pertaining to this contract may only be brought in courts located in Maricopa 
County, Arizona. 

 
4. Dispute Resolution: This contract is subject to arbitration to the extent required by law. If arbitration is not required 

by law, the City and the Contractor will meet and/or consult with each other in good faith to resolve any disputes 
arising out of the contract.  If good faith efforts fail, then the City and Contractor may attempt to resolve any disputes 
through mediation.  If mediation is utilized, the City and contractor mutually will agree upon a mediator whose fees 
will be shared equally by the City and the Contractor. 
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5. Contract Formation: This contract shall consist of this IFB document and the bid offer response submitted by the 
vendor, as may be found responsive and approved by the City. In the event of a conflict in language between the two 
documents, the provisions of the City’s IFB shall govern. The City’s IFB shall govern in all other matters not affected 
by a written contract. All previous contracts between the bidder and the City are not applicable to this contract or 
other resultant contracts.  Any contracted vendor document(s) that conflict with the language and requirements of the 
City's solicitation are not acceptable and void the contract.  

 
6. Availability of Funds for the Next Fiscal Year: The City's obligation for performance of this contract is contingent 

upon the availability of funds from which payment for contract purposes can be made.  No legal liability on the part of 
the City for any payment may arise for performance under this contract beyond the current fiscal year until funds are 
made available for performance of this contract. 

 
7. Solicitation & Contract Modification(s): This solicitation may only be modified by a written Solicitation 

Addendum issued by the City Procurement Office.  A resulting contract may only be modified by a written Contract 
Modification issued by the City Procurement Office.   City departments and Contractors are not authorized to modify 
any portion of this solicitation or resulting contract without the written approval of the City Procurement Office and 
issuance of an official modification notice. 

 
8. Provisions By Law: Each and every provision of law and any clause required by law to be in this contract will be 

read and enforced as though it were included herein, and if through mistake or otherwise any such provision is not 
inserted, or is not correctly inserted, then upon the application of either party the contract will forthwith be physically 
amended to make such insertion or correction. 

 
9. Severability: The provisions of this contract are severable to the extent that any provision or application held to be 

invalid shall not affect any other provision or application of the contract which may remain in effect without the 
invalid provision or application of the contract which may remain in effect without the invalid provision or 
application to the extent that the material provisions of this IFB and contract are not materially vitiated. 

 
10. Relationship of Parties: It is clearly understood that each party to this contract will act in its individual capacity and 

not as an agent, employee, partner, joint venturer, or associate of the other party. An employee or agent of one party 
shall not be an employee or agent of the other party for any purpose whatsoever. 

 
11. Interpretation of Parol Evidence: This contract is intended as a final expression of the agreement between the 

parties and as a complete and exclusive statement of the contract, unless the signing of a subsequent contract is 
specifically called for in this IFB. No course of prior dealings between the parties and no usage of the trade shall be 
relevant to supplement or explain any term used in the contract. Acceptance or acquiescence in a course of 
performance rendered under this contract shall not be relevant to determine the meaning of the contract, even though 
the accepting or acquiescing party has knowledge of the nature of the performance and opportunity to object. 

 
12. Contract Assignment: No right or interest in this contract shall be assigned by Contractor and no delegation of any 

duty of Contractor shall be made without prior written permission of the City Procurement Office. 
 
13. Rights and Remedies: No provisions of this IFB document or in the vendor’s bid response offer shall be construed, 

expressly or by implication, as a waiver by the City of any existing or future right and/or remedy available by law in 
the event of any claim of default or breach of contract. The failure of the City to insist upon strict performance of any 
term or condition of the contract or to exercise or delay the exercise of any right or remedy provided in the contract, or 
by law, shall not release the contractor from any responsibilities or obligations imposed by the contract or by law, and 
shall not be deemed a waiver of any right of the City to insist upon the strict performance of the contract. 

 
14. Overcharges By Antitrust Violations: The City maintains that, in actual practice, overcharges resulting from 

antitrust violations are borne by the City. Therefore, to the extent permitted by law, the Contractor hereby assigns to 
the City any and all claims for such overcharges as the goods and/or services used fulfill the contract. 
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15. Force Majeure: Except for payment of sums due, neither party shall be liable to the other nor deemed in default 
under the contract if and to the extent that such party’s performance of the contract is prevented by reason of force 
majeure. Force majeure means an occurrence that is beyond the control of the party affected and occurs without its 
fault or negligence. Without limiting the foregoing, force majeure includes acts of God, acts of the public enemy, war, 
riots, mobilization, labor disputes, civil disorders, fire, floods, lockouts, injunctions, failures or refusal to act by 
government authority; and other similar occurrences beyond the control of the party declaring force majeure which 
such party is unable to prevent by exercising reasonable diligence.  

 
Force majeure shall not include the following occurrences: 

 
A. Late delivery of equipment or materials caused by congestion at a manufacturer’s plant or elsewhere, an 

oversold condition of the market, inefficiencies, or similar occurrences. 
 
B. Late performance by a subcontractor unless the delay arises from a force majeure occurrence in 

accordance with this force majeure clause. 
 

Any delay or failure in performance by either party shall not constitute default hereunder or give rise to 
any claim for damages or loss of anticipated profits if, and to the extent that such delay or failure is 
caused by force majeure. 

 
If either party is delayed at any time in the progress of the work by force majeure, then the delayed party 
shall notify the other party in writing of such delay within forty-eight (48) hours of the commencement 
thereof and shall specify the causes of such delay in the notice. Such notice shall be hand delivered or sent 
via Certified Mail - Return Receipt Requested and shall make a specific reference to this clause, thereby 
invoking its provisions. The delayed party shall cause such delay to cease as soon as practicable and shall 
notify the other party in writing by hand delivery or Certified Mail - Return Receipt Requested when it 
has done so. The time of completion shall be extended by contract modification for a period of time equal 
to the time that the results or effects of such delay prevent the delayed party from performing in 
accordance with the contract. 

 
16. Preparation of Specifications By Persons Other Than City Personnel: No person preparing specifications for this 

IFB shall receive any direct or indirect benefit from the use of these specifications. 
 
17. Public Record: Upon award of contract, bid responses shall be considered public record and subject to review. If a 

bidder believes a specific section of its bid response is confidential, the bidder shall mark the page(s) confidential; 
isolate the pages marked confidential in a specific and clearly labeled section of its bid response.  The bidder shall 
include a written statement as to the basis for considering the marked pages confidential and the City Procurement 
Office will review the material and make a determination. 

 
18. Conflict of Interest:  This contract is subject to the cancellation provisions of A.R.S. Section 38-511. 
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SPECIAL TERMS & CONDITIONS 
 
Bid offers that take exception to Special Terms & Conditions stated within this IFB may cause the bid response to be 
considered as non-responsiveness or cancellation of vendor's contract if already awarded.  As set forth in these Special 
Terms & Conditions, “vendor” means a person or firm in the business of selling or otherwise providing products, materials 
or services and “bidder” means a vendor making a bid offer in response to an IFB.  “Contractor” means any person or firm 
who has a contract with the City.  A successful “bidder” who is awarded a contract with the City becomes a “Contractor”.  
 
1. City Procurement Document: This IFB is issued by the City Procurement Office.  No alteration of any portion of 

the IFB document by a bidder is permitted and any attempt to do so shall result in bidder’s offer being considered 
non-responsive.  No alteration of any portion of a resultant contract is permitted without the written approval of the 
City Procurement Office and any attempt to do so shall be a violation of the contract.  Any such action is subject to 
the legal and contractual remedies available to the City inclusive of, but not limited to, contract cancellation, 
suspension and/or debarment of the contractor. 

 
2. Bid Offer Acceptance Period: In order to allow for an adequate evaluation, the City requires an offer in response to 

this IFB to be valid and irrevocable for ninety (90) days after the bid opening time and date. 
 
3. Contract Type: Firm fixed price, Single Requirement, definite quantity. 
 
4. Term of Contract: The term of any resultant contract shall commence on the date of award and shall continue for a 

period of twelve (12) month(s) thereafter, unless terminated, canceled, extended or renewed as otherwise provided 
herein.  Resultant contract is non-transferable and can not be assigned by the Contractor without the approval of the 
City Procurement Office, and then only when all prices, discounts, terms and conditions of the original bid 
documents and contract award remain unchanged. 

 
5. Cancellation for Default: This contract is critical to the City and the City reserves the right to immediately cancel 

the whole or any part of this contract due to failure of the Contractor to carry out any obligation, term, or condition 
of the contract.  The City will issue a written notice of default effective at once and not deferred by any interval of 
time.  Default shall be for acting or failing to act as in any of the following: 

 
 A. The Contractor provides material that does not meet the specifications of the contract; 
 
 B. The Contractor fails to adequately perform the services set forth in the specifications of the contract; 
 
 C. The Contractor fails to complete the work required or furnish the materials required within the time 

stipulated in the contract; 
 
 D. The Contractor fails to make progress in the performance of the contract and/or gives the City reason to 

believe that the Contractor will not or cannot perform to the requirements of the contract. 
 
 The City may resort to any single or combination of the following remedies: 
 
 A. Cancel any contract: 
 
 B. Reserve all rights or claims to damage for breach of any covenants of the contract; 
 
 C. Perform any test or analysis on materials (equipment/products) for compliance with the specifications of the 

contract.  If the results of any test or analysis find a material non-compliance with the specifications the 
actual expense of testing will be borne by the Contractor; 

 
 D. In case of default, the City reserves the right to purchase materials and/or services from another source, or to 

complete the required work in accordance with the needs of the City.  The City may recover any actual 
excess costs from the contractor by: 
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  i. Deduction from an unpaid balance; 
 
  ii. Collection against the bid and/or performance bond, or; 
 
  iii. Any combination of the above or any other remedies as provided by law. 
 
6. Shipping Terms: Prices shall be F.O.B. Destination to the delivery location(s) designated herein.  Contractor shall 

retain title and control of all goods until they are delivered and the contract of coverage has been completed.  All risk 
of transportation and all related charges shall be the responsibility of the contractor.  The City will notify the 
Contractor promptly of any damaged materials and shall assist the Contractor in arranging for inspection. 

 
7. Bid Evaluation: In an IFB, award(s) shall be made to the lowest responsible and responsive bidder whose bid 

conforms in all material respects to the requirements and criteria set forth in the IFB.  The City shall be the sole 
judge as to the acceptability of the products and/or services offered. 

 
 Evaluation criteria will include, but are not limited to: 
 
 A. Conformity with bid specifications, performance requirements, terms and conditions, bidder instructions and 

any other contractual clauses and/or requirements; 
 
 B. Demonstrated performance and/or rated quality of items bid as reported in trade journals, professional 

reports and published testing results; 
 
 C. Operational and/or ergonomic compatibility with existing City resources, as applicable; 
 
 D. Availability of competent service and prompt delivery of materials, parts and services; 
 
 E. Having legally required licenses, certifications and/or qualifications to perform the contract; 
 
 F. Cost consideration including item pricing, delivery, installation, operation and life cycle and costs, bidder’s 

financial capability to perform the contract, and any other factors that would be advantageous to the City; 
 
 G. Record of past performance and integrity on City and/or other public agency contracts; and. 
  
 H. Production capability of equipment as determined by product samples, customer references, and/or City 

inspection. 
 
8. Responsiveness To Specifications: Performance or feature requirements which are designated as mandatory or 

minimums are needed in order to satisfy an identified task or performance need.  A description is given for each 
designated feature.  This description shall be used to determine if bidder's proposed product(s) and/or service(s) 
is/are capable of performing the function. 

 
 It is recognized that more than one method may be used to accomplish the sought after task functionality. If the 

bidder has an alternate method of performing functional tasks, then such method is to be listed as an "alternate", and 
described in full detail within the written bid response.  The City shall be the sole judge as to whether any alternate 
methodology will be accepted. 

 
 "Must", "shall", "will",  "minimum", "required" and/or "mandatory" performance/feature statements must be met or 

exceeded by a responsive bidder.  Should no bidder be found totally responsive to all designated bid requirements, 
the City at its option, may either award the contract to the most responsive bidder or cancel the bid and re-bid the 
need under revised specifications. 

 
9. Licenses:  Contractor shall maintain in current status all Federal, State and Local licenses and permits required for 

the operation of the business conducted by the Contractor. 
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10. Permits:  The vendor shall be responsible for obtaining all required permits for installations. 
 
11. Site Clean-Up: The contractor shall, at the completion of this contract, remove all debris, unused materials, 

apparatus, equipment, etc., and clean up the area leaving the premises clean and orderly, returning to the original 
conditions. 

 
12. Insurance:  Prior to commencing any work or services under this contract, contractor shall procure and maintain for 

the duration of the contract insurance against claims for injuries (including death) to persons and damages to 
property, which may arise from or in connection with the performance of the work hereunder by the Contractor, his 
agents, representatives, employees, subcontractors, or sub-subcontractors.  For bidders with self-insurance, proof of 
self insurance with minimum limits expressed below must be submitted on proper forms for evaluation prior to 
award of contract. 

  
 A Contract Award Notice or Purchase Order will not be issued to an awarded vendor until receipt of all required 

insurance documents by the City Procurement Office and such documents must meet all requirements of this 
Insurance clause.   In addition, before any contract is renewed for additional time periods, all required insurance 
must be in force and on file with the City Procurement Office.  An awarded vendor or contractor must submit 
required insurance within 10 calendar days after request by the City Procurement Office or the award may be 
rescinded and another vendor selected for award.  

 
 Minimum Limits Of Insurance 
 
 Contractor shall maintain limits no less than: 
 
 1. Commercial General Liability:  $1,000,000 combined single limit per occurrence for bodily injury and 

property damage, including coverage for contractual liability (including defense expense coverage for 
additional insureds), personal injury, broad form property damage, products, completed operations and 
product liability.  The general aggregate limit shall apply separately to this project/location or the general 
aggregate shall be twice the required occurrence limit. 

 
 2. Automobile Liability:  $1,000,000 combined single limit per accident for bodily injury and property 

damage, including coverage for owned, hired, and non-owned vehicles as applicable. 
 
 3. Workers' Compensation and Employers Liability:  Workers' Compensation and Employers Liability 

statutory limits as required by the State of Arizona. 
 
 4. Other Insurance:  (If applicable, see supplement.) 
 
 Deductibles And Self-Insured Retentions 
 
 Any deductibles or self-insured retentions must be declared and approved by the City.  At the option of the City, 

either the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the City, its 
officials, employees, and volunteers, or the Contractor shall procure a bond guaranteeing payment of losses and 
related investigations, claims administration, and defense expenses. 

 
 Other Insurance Provisions 
 
 The policies or self insurance certifications are to contain, or be endorsed to contain, the following provisions: 
 
 1. Commercial General Liability and Automobile Liability Coverage:
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a. The City, its officials, employees, and volunteers are to be covered as additional insureds as 
respects:  liability arising out of activities performed by or on behalf of the contractor including the 
insured's general supervision of the contractor; products and completed operations of the contractor; 
premises owned, occupied or used by the contractor, or automobiles owned, leased, hired or 
borrowed by the contractor.  The coverage shall contain no special limitations on the scope of 
protection afforded to the City, its officials, employees, or volunteers, for work related to the 
contractors, employees, agents, subcontractors, or sub-subcontractors activities. 

 
  b. The contractor's insurance coverage shall be primary as respects the City, its officials, employees, 

and volunteers.  Any insurance or self-insurance maintained by the City, its officials, employees, or 
volunteers shall be excess of the contractor's insurance and shall not contribute to it.  The amount 
and type of insurance coverage required by this contract shall not limit the scope of the indemnity 
provided by this contract. 

 
  c. Any failure to comply with reporting provisions of the policies shall not affect coverage provided to 

the City, its officials, employees, or volunteers. 
 

d. Coverage shall state that the contractor's insurance shall apply separately to each insured against 
whom claim is made or suit is brought, except with respect to the limits of the insurer's liability. 

 
 2. Workers' Compensation and Employers Liability Coverage
 
  The insurer shall agree to waive all rights of subrogation against the City, its officials, employees and 

volunteers for losses arising from work performed by the Contractor for the City. 
 
 3. All Coverages
 
  Each insurance policy required by this contract shall be endorsed to state the coverage shall not be 

suspended, voided, and/or  canceled by either party, reduced in coverage or in limits except after thirty (30) 
days prior written notice by certified mail, return receipt requested, has been given to the City. 

 
 Other Insurance Requirements:  Contractor shall: 
 
 1. Prior to commencement of services, furnish the City with certificates of insurance, in form and with insurers 

acceptable to the City which shall clearly evidence all insurance required in this contract and provide that 
such insurance shall not be canceled, allowed to expire or be materially reduced in coverage except on 30 
days prior written notice to and approval by the City, and in accord with stated insurance requirements of 
this bid solicitation.  City shall not be obligated, however, to review same or to advise contractor of any 
deficiencies in such policies and endorsements, and such receipt shall not relieve contractor from, or be 
deemed waiver of City's right to insist on, strict fulfillment of contractor's obligations under this contract. 

 
 2. Provide certified copies of endorsements and policies if requested by the City in lieu of or in addition to 

certificates of insurance. 
 
 3. Replace certificates, policies, and endorsements for any such insurance expiring prior to completion of 

services. 
 
 4. Maintain such insurance from the time services commence until services are completed.  Should any 

required insurance lapse during the contract term, requests for payments originating after such lapse shall 
not be processed until the City receives satisfactory evidence of reinstated coverage as  required by this 
contract, effective as of  the lapse date.  If insurance is not reinstated, City may at its sole option, terminate 
this contract effective on the date of such lapse of insurance. 

 
 5. Place such insurance with insurers and agents licensed and authorized to do business in Arizona and having 
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a “Best's” rating of no less than A-VII.  
 
 6. Maintain such coverage continuously throughout the term of this contract and without lapse for a period of 

two years beyond the contract expiration, should any of the required insurance be provided under a claims-
made form, to the extent that should occurrences during the contract term give rise to the claims made after 
expiration of the contract, such claims shall be covered by such claims-made policies.  Such extension of 
coverage shall be evidenced by annual certificates of insurance. 

 
  
 Subcontractors and Sub-Subcontractors 
 
 Contractor shall include all subcontractors and sub-subcontractors as insured under its policies or shall furnish 

separate certificates and endorsements for each subcontractor and sub-subcontractor.  All coverage for 
subcontractors and sub-subcontractors shall be subject to all of the requirements stated herein for the contractor. 

 
 Safety 
 
 The contractor shall be solely and completely responsible for conditions of the job site, including safety of all 

persons (including employees) and property during performance of the work.  This requirement shall apply 
continuously and not be limited to normal working hours.  Safety provisions shall conform to all applicable federal 
(including OSHA), state, county, and local laws, ordinances, codes, and regulations.  Where any of these are in 
conflict, the more stringent requirement shall be followed.  The Contractor's failure to thoroughly familiarize himself 
with the aforementioned safety provisions shall not relieve him from compliance with the obligations set forth 
therein. 

 
13. Payments - After Monthly Statement: Payment in full shall be made to the successful contractor within thirty (30) 

days after receipt and acceptance of monthly itemized statement.  Unless terms other than net 30 days are offered as 
a discount. 

 
14. Indemnification: To the fullest extent permitted by law, the CONTRACTOR shall defend, indemnify and hold 

harmless the City, its agents, officer, officials, and employees from and against all claims, damages, losses and 
expenses (including but not limited to attorney's fees, court costs, and the costs of appellate proceedings), arising out 
of, or alleged to have resulted from the negligent acts, errors, mistakes, omissions, work, services, or professional 
services of the Contractor, its agents, employees, or any other person (not the City) for whose acts, errors, mistakes, 
omissions, work, services, or professional services the Contractor may be legally liable in the performance of this 
contract.  Contractor’s duty to hold harmless and indemnify the City, its agents, officers, officials and employees 
shall arise in connection with any claim for damage, loss or expenses that is attributable to bodily injury, sickness 
disease, death, or injury to, impairment, or destruction of any person or property, including loss of use resulting 
therefrom, caused by any negligent acts, errors, mistakes, omissions, work, services, or professional services in the 
performance of this contract by Contractor or any employee of the CONTRACTOR, or any other person (not the 
City) for whose negligent acts, errors, mistakes, omissions, work, or services the CONTRACTOR may be legally 
liable.  The amount and type of insurance coverage requirement set forth herein will in no way be construed as 
limiting the scope of indemnity in this paragraph. 

 
15. Taxes:  Bid all products F.O.B. Tempe, prepaid. Do not include any Sales, Use or Federal Excise Tax in your bid 

pricing; unless specifically requested on the Price Sheet(s) within the bid/proposal solicitation document. The City 
is exempt from payment of Federal Excise Tax and for bid evaluation purposes will add Sales or Use Tax as 
applicable. For bid evaluation purposes, the transaction (sales) Privilege Tax that is to be paid (returned) to the 
City of Tempe, will be considered as a pass-through cost of Tempe vendors and calculated as a realize net 
expense of zero (0). 
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16. Conduct and Dress Code: The contractor's employees shall maintain proper conduct at all times while on City 
property.   Employees shall respect other personnel at the work site. Abusive language, ethnic and racial slurs, sexual 
comments and jokes, shouting, and gestures toward other personnel will not be tolerated.  Any occurrence will result 
in immediate action with possible dismissal of that employee. 

 
Employees will be neatly dressed with badges or uniforms that identify them as employees of the contractor. 

 
17. Safety, Health and Sanitation: The contractor shall provide and maintain in a neat, sanitary condition such facility 

accommodations for the use by their employees as may be necessary to comply with the requirements and 
regulations of the Arizona State Department of Health or as specified by the Maricopa County Health Department, 
Sanitary Code. 

 
The contractor shall be fully responsible for the safety of their employees, the public and property in connection with 
the performance of the work covered by this contract.  The contractor(s) shall provide all safeguards, safety devices 
and protective equipment and be responsible for taking any needed actions to protect the life and health of their 
employees and the public during work activity.  The contractor(s) shall also take any necessary actions as directed 
by the City of Tempe Project Manager to reasonably protect the life and health of employees on this job and others 
coming into contact with the job site. 
Precaution shall be exercised by the contractor(s) at all times for the protection of persons (including employees) and 
property. The contractor shall comply with the provisions of all applicable laws, pertaining to such protection 
including all Federal and State Occupational Safety and Health Acts, and Standards and Regulations promulgated 
thereunder. 

 
18. Protection and Restoration of Property and Landscape: The contractor shall be responsible for all damage or 

injury to public or private property of any character, during the prosecution of the work resulting from any act, 
omission, neglect, or misconduct in its manner or method of executing the work or at any time due to defective work 
or materials. The contractor(s) responsibility will not be released until the project has been completed and accepted. 

 
If damage is caused by the contractor, the contractor shall restore at no cost to the City of Tempe, such property to 
a condition similar or equal to that existing before such damage or injury was done, by repairing, rebuilding or 
otherwise restoring as may be directed, or they shall make good such damage or injury in an acceptable manner. 
Further payments will be withheld until the City of Tempe has inspected the corrected damage or injury and has 
signed-off the completion and acceptance. 

 
Contractor shall not dump spoils or waste material on private or private public property without first obtaining 
from the owner written permission for such dumping. 

 
19. Responsibility for Work: The contractor shall properly guard, protect, and take every reasonable precaution 

necessary against damage or injury to all finished or partially finished work due to weathering action by the elements 
or from any other cause, until the entire portion of their respective contract obligation is completed and accepted by 
the City of Tempe. The contractor(s) shall rebuild, repair, restore, and make good all injuries or damages to any 
portion of the work before final acceptance at no cost to the City of Tempe. Partial payment for any completed 
portion of work shall not release the contractor(s) from such responsibility. 

 
20. Employees of the Contractor: No one except authorized employees of the Contractor is allowed on the premises of 

the City of Tempe.  Contractor employees are NOT to be accompanied in their work area by acquaintances, family 
members, assistants, or any other person unless said person is an authorized employee of the Contractor.  Failure of 
Contractor to meet this requirement will result in permanent removal of employee performing work at the City of 
Tempe sites.  The Contractor must, however, furnish the City a current employee register on the issuance of this 
contract and updated every six -(6) months thereafter.  This register must contain the Name, Social Security 
Number, Phone Number, and Address. 

 
21. Sub-Contractor (s): The City of Tempe reserves the right to approve all sub-contractor(s).  Contractor is 

responsible for all actions of sub-contractor(s).  Contractor shall name sub-contractor(s) as additionally insured, in 



 

IFB 08-122 17 

addition to the City of Tempe on all required insurance documents. 
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Scope 
 
The City of Tempe is soliciting bids for the rehabilitation of the Petersen House Museum located at 1414 W. Southern 
Ave., Tempe, AZ.  
 
The City requests all work be completed in 60 days or less after award of contract. 
  
Bid must include all normal fees, licenses, etc. associated with this type project. 
 
Work performed must comply with all applicable codes including Standards for Rehabilitation per Department of Interior 
regulations, 36 CFR 67 (excerpt included below).   
 
The City of Tempe requires that every practical effort be made to repair rather than replace elements, as appropriate. 
 
Firm must have experience in rehabilitation work on historic buildings. 
 
All bidders are required to visit the job sites prior to submitting a bid.  Failure to comply will render a bid non-responsive. 
Contact Tom Lopez (480) 350-8687 and schedule an appointment to visit jobsites. 
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The Secretary of the Interior’s standards for the treatment of Historic Properties. 
  
The Secretary of the Interior is responsible for establishing standards for all national preservation programs 
under Department authority and for advising federal agencies on the preservation of historic properties listed 
in or eligible for listing in the National Register of Historic Places. There are four distinct, but interrelated, 
approaches to the treatment of historic properties -- Preservation, Rehabilitation, Restoration, and 
Reconstruction. Preservation focuses on the maintenance and repair of existing historic materials and retention 
of a property's form as it has evolved over time.  Rehabilitation acknowledges the need to alter or add to a 
historic property to meet continuing or changing uses while retaining the property's historic character. 
Restoration is undertaken to depict a property at a particular period of time in history, while removing 
evidence of other periods.  Reconstruction re-creates vanished or non-surviving portions of a property for 
interpretive purposes. 
 
STANDARDS FOR REHABILITATION 
 
Rehabilitation is defined as the act or process of making possible a compatible use for a property through repair, 
alterations, and additions while preserving those portions or features which convey its historical, cultural, or 
architectural values. 
 

1. A property will be used as it was historically or be given a new use that requires minimal change to its 
distinctive materials, features, spaces, and spatial relationships. 

2. The historic character of a property will be retained and preserved. The removal of distinctive materials 
or alteration of features, spaces, and spatial relationships that characterize a property will be avoided. 

3. Each property will be recognized as a physical record of its time, place, and use.  Changes that create a 
false sense of historical development, such as adding conjectural features or elements from other historic 
properties, will not be undertaken. 

4. Changes to a property that have acquired historic significance in their own right will be retained and 
preserved. 

5. Distinctive materials, features, finishes, and construction techniques or examples of craftsmanship that 
characterize a property will be preserved. 

6. Deteriorated historic features will be repaired rather than replaced. Where the severity of deterioration 
requires replacement of a distinctive feature, the new feature will match the old in design, color, texture, 
and, where possible, materials. Replacement of missing features will be substantiated by documentary 
and physical evidence. 

7. Chemical and physical treatments, if appropriate, will be undertaken using the gentlest means possible. 
Treatments that cause damage to historic materials will not be used. 

8. Archeological resources will be protected and preserved in place. If such resources must be disturbed, 
mitigation measures will be undertaken. 

9. New additions, exterior alterations, or related new construction will not destroy historic materials, 
features, and spatial relationships that characterize the property. The new work will be differentiated 
from the old and will be compatible with the historic materials, features, size, scale and proportion, and 
massing to protect the integrity of the property and its environment. 

10. New additions and adjacent or related new construction will be undertaken in such a manner that, if 
removed in the future, the essential form and integrity of the historic property and its environment would 
be unimpaired. 
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Specifications 
 
Provide 
 

•  All labor, equipment and materials 
 
 
Work on exterior of building to included: 
 

• Repair, restore or replace all exterior house trim, window trim, door trim, columns, fascia and molded trim around 
eves 

• Repair, restore or replace all damaged or rotted siding 
• Repair, restore or replace cellar door and hardware 
• Repair, restore or replace dormer vanes and trim 
• Repair, restore or replace porch and stair substructures 
• Repair, restore or replace porch and stair surfaces 
• Repair, restore or replace wood skirting 
• Repair, restore or replace tongue and groove ceiling  
• Paint main house – to match existing color 
• Paint balconies – to match existing color 
• Paint screened in porch – to match existing color 
• Repair and cleans stucco and slump block 

 
Requirements 
 

• All surfaces to be properly prepped prior to painting 
• Scrape, sand and prime wood prior to painting 
• Work must comply with Department of Interior regulations 36 CFR 67 for rehabilitation 
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Bid Questionnaire 
 
 
The answer to the questions listed below will be used during the evaluation process. If using additional pages, clearly 
identify the question you are answering. 
 
  

1. Will you meet or exceed specifications and requirements in this proposal? 
 

Yes   _____       No  _______ 
 

Explain and List any exceptions. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
2. Provide a detailed work scope for project.  (Attach pages to bid) 

 
3. List manufacturer of products to be utilized. 

 
______________________________________________________________________________ 

 
______________________________________________________________________________ 

 
______________________________________________________________________________ 

 
4. List warranty to be offered. (Minimum 12 month required) 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

 
5. Provide a detailed price schedule for complete project.  (Attach to bid) 
 

Include a breakdown by craft, parts and labor. 
 
6. Provide time to complete project  

 
  ________ ARO (Must not exceed 60 days ARO) 

 
7. How long has your firm been in business? 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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8. List experience (and years of experience) of staff to be utilized on project. 
 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

 
9. Does your firm have experience in rehabilitation work on Historic Buildings?   

 
Yes   _____       No  _______ 

 
Provide a list of Historic Rehabilitation work completed 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
10. List three references for whom you have provided a similar service: 

 
 Company/Agency    Contact             Phone # 
 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

 
  
11. Address your “local” facility. 

 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

 
______________________________________________________________________________ 
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Bid Checklist For Submittals 
 

 
   
 One signed and complete original of the proposal response, including "Vendor's Bid 

Offer" (Form 201-B). 
  
 Seven (7) copies of bid response. 
  
 Bid Questionnaire has been completed and included. 
  
 Price Information completed and included. 
  
 Detailed work scope. 
  
 Detailed cost schedule. 
  
 Documentation of required walk through. 
  
 Any addendum(s) have been included. 
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Documentation of City of Tempe Walk thru 
08-122   Rehabilitation of Petersen House Museum 

 
 
Bidders are required to visit the job site prior to submitting bids.  Failure to comply will render the bid 
non-responsive.  Contact Tom Lopez, (480) 350-8687, 9:00 A.M. to 3:00 P.M. Monday through Friday to arrange an 
appointment for on site job inspection. 
 
 
 
Company:  _____________________________________ 
 
Printed Name:  _______________________________________ 
 
Representative Signature:  _________________________________________ 
 
Date of Tour:  _____________________  
 
 
City of Tempe 
 
Printed Name:  _______________________________________ 
 
 
Signature:  ___________________________________ 
 
 
It is the bidders responsibility to insure that this form, properly signed by both company 
representative and a City of Tempe employee, is returned with the bid package. 

 
 



Company Name: _____________________ 
PRICE SHEET 

IFB 08-122 25 

ITE
M 

NO. 

DESCRIPTION OF REQUIRED MATERIAL, SERVICE OR 
CONSTRUCTION 

EXTENDED PRICE 

 Rehabilitation of Petersen House Museum (exterior) $____________ 

 Tax   $____________ 

 Total   $____________ 
 
 *  Applicable Tax           % 
  
 
* State correct jurisdiction to receive sales tax on the Vendor's Bid Offer, form CS-P201 (B) included in this 

Invitation for Bid document. 
 
Less prompt payments discount terms of      %      days/ or Net   30   days. (To apply after receipt and acceptance of an 
itemized monthly statement.) For bid evaluation purposes, the City cannot utilize pricing discounts based upon payments 
being made in less than 30 days from receipt of statement. 
 
Ordering and Invoice Instructions 
 
In order to facilitate internal control and accounting, each City Department will order and must be invoiced separately.  
Monthly invoices must be segregated by City Department number and mailed or delivered directly to the City Customer 
Department. For most materials, there will be between three - (3) and six - (6) ordering departments.  At the time an order is 
placed, the contractor must obtain the ordering department's cost center numbers for billing purposes.  The use of the 
department's cost center numbers will be in addition to the purchase order number.  Once a month, the contractor shall 
submit a consolidated statement which shall itemize the invoice numbers, invoice date, invoice amounts, and the total 
amount billed to Accounting.  Discount offering will be based upon days from receipt of the consolidated monthly statement. 
Invoice(s) shall not show previous balances. 
 
 
Invoices shall include: 
 
1. Listing Of All Delivery/Pickup Receipt Numbers Being Invoiced. 
2. Total Cost Per Item. 
3. Applicable Tax. 
4. Payment Terms. 
5. Blanket Purchase Order Number. 
 
Invoices that do not follow the above minimum invoicing requirements will not be paid.   Payment must be applied to 
only invoices referenced on check/payment stub.   The City reserves the right to bill contracted vendor for researching 
invoices that have been paid, but not properly applied by vendor account receivables office. 
 
Statement mailing address:  City of Tempe 
     Accounting (see below for your contact) 
     P.O. Box 5002 
     Tempe, Arizona 85280 
 
Accounting Contacts:   Cecilia Miller   Letters A-C 
     Ramona Zapien   Letters D-O 
     Penny Brophy   Letters P-Z 
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